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SECRET Porerere® 


28 OCT 1963 


rales FOR: Director of Personnel 
Director of Security 
Chief, Medtcal Spatt 


SUBJECT : Reporting Dompioyec Emergencies 


1. For several years we have beeon cm ing a system of repurting emp:oyee 
emergencies by telephone, ag the emecgencies occur, to this  ifice and +o the 
Office of the Executive Dlrectar au well te to other interested component: if 
the Agency, Iam toki that cach cf you hus a separate ari, in sume case, a 
somewhat more formalized systan: for having, amergeacies reported to yu. 
For the most part, Iam sure that these pysters «vork entirely satisfacte-ily. 
There are, however, times when the sysuem of telephone comraunication to 
this Office and to the Office of the Executive Director does not completeb: 
serve its purpose to everyone's setisinction. With a view toward improving 
oux average for customer satisfaction, I have bad s form developed for use 
by each of your offices te reporting employee enxrgencies simultancous}y to 
this Office, the Office of the Executive Director, the Office of the other Deputy 
Director concerned, and tadivitual supplementary disertbution es determined 
by the originator which might tuchie, for example, the Assistant to the 
Director for public information. 


2. have no destre to disturl your existing internal reperting syste <4 
ner te superimpose a new system over them. Th: objective ts to provide « 
method somewhat more systernatized thas a series ef telephone: calls to 
permit slevgltancous reporting to 21] buerested perties. Using this form, 
whichever of your offices receives Information ebout an employce emergeacy 
first would complete the required aumse- of copk:s of the form: and distr ibuce 
them immediately and simultansoushy through the preumaric tube system. 
Inckients which occur during the sight byt aro not serfous enough to wax ait 
rousing the interested party should be reported on this form first thing d:e 
following morning in time for the informetion wm be received no later tha 
0845. A few examples of the kind of Ging Lhave iv mind may iUlustrate tho 
purpose: 


a. Recently an employee whe was suppescd tw be away for the 
weekend vistting reletives turned yp io a Midwest jail, This infor- 
mation came to the Agency via the: Cffice af fecurity, To report 
this information using the new form, the Security Officer who receh ¢1 
the information would complete the uttached form in enough copies t 


eas 
ws, then be BE 
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notify the Deputy Director (Support), the Executive Director, the Cepucy 
Director of thee component to which the ensployee was assigned, the 
Director of Personnel, ond the Asvisuent to the Directer. If the infor - 
raation had been recetved by the Office of Security cturing ths night, 

the form would have been completed and dispetched ly pnewuatic tub: 
to the addressees at 0830 fs the moating, 


h, A senior employee en-olled in an OTH course given at the 
Heedepsertexs building becaxos seudieny 01, and the Medical Staff 
was summoned bumedintely, Ih dda case, the Medical Officer wouk 
have completed the form, without divulging any profession: confides =, 
and had & distritanted by pacumatic ube tmanediavely te the Executive 
Directoy, the Deputy Director (Sig pert), the Director of Persomel, 
and the Depety Director of the compézent to which the employee was 
assigned, In this case, there would vc no necd to notify the Director 
of Security or the Ausietant to th: Ofrectar. 


c, An employee svffered a hear: attank widle off duty end away 
from the Headquarters building. “The Office cf Personnel wae the fit 
component to receive the report af this inckient, The new form wall 
be completed by the Office of Sersayel ii encagh pains to make 
stmultancous distribution to the Esxecetive Director, the Doty Dire tor 
(Support), the Deputy Director concemied, andi the Chief, “acdteal Set. 
in this case, notification to the Dbector af Security and the Assistan. 
to the Director would be dicscretiaury and decided according to the f:cts 
and specific circumstances of the inc dent. 


The Office of Personnel hne ¢ supply of thee forms ond will male them 
available upon request. Until we have some expertance with the use of these 
forms and tutroduce refinements whick will, no dat, be desireable, the 
general rule of thumb sheaki be: when in dowst--report, Meanwhile, if you 
have any questions please discuss them: with[ —sfwhe can be renched 
on 


Uniees you have some specific: objection I woukl ke to start useing is 
new system immediately. 


Signed 
L, K. White 
SepARy Jbrector 
(Support) 

Attachment: 

Report of Employee Emergency “orn: 
SA-DD/S:RHW:fmf (25 Oct 63) 
Disttibution: 

Te a 00789R6993 OG 99020 
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DATE OF REPORT TIME OF REPORT 


REPORT OF EMPLOYEE EMERGENCY E 


ee 


NAME OF EMPLOYEE AGE GRADE MARITAL STATUS 


OFFICE OF ASSIGNMENT LOCATION POSITION 


SUMMARY OF AVAILABLE INFORMATION 


E 
M 
P 
L 
O 
Y 
E 
E 


ACTION ALREADY TAKEN 


FOLLOW-UP ACTION 


PREPARED BY ; RELEASED BY 
NAME NAME 


OFFICE EXTENSION OFFICE poe 7 


DISTRIBUTION 


EXECUTIVE DIRECTOR 
DEPUTY DIRECTOR (SUPPORT) 
DEPUTY DIRECTOR ( ) 


me oO): Zl 1G 370. 
| 
i 
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ROUTING AND RECORD SHEET 


SUBJECT: (Optional) 


FROM: 


Exec Asst/DPers 
5SE56 Hars 


TO: (Officer designation, room number, and 
building) 


'. Exec Asst/DUS 


EXTENSION NO. 


| DATE ee 
26 Sep 63 


OFFICER'S COMMENTS (Number each comme:t to show from- whom 
INITIALS to whom. Draw a line across colurin after each cor :nent.) 


DATE 


RECEIVED FORWARDED 


Pax cur corversation, = have 


7D2l, Hars drefted a menorandum 7d revors ag 
2 zi 7 form to establish a procedure for 
, notifying senior officials of 
amployee emergencies, 
3. ifs TY ; 
A3 I understand the 13quiremens, 
Colonel White wants ¢ sort of 
7 ——4 "morning report" of sich events 
, which wouleé go concurrently to .o« 
cffices listed on the form or, :+ 
oa a minimum, to him, the Executt rs 
Director, and the Deyaty Director 
concerned, 
ey a eRe Ret RT [A 
6. ; : 
I have assumed that tiis renovs op 
J system would be in aedition to 246 
5 ee norkine level network already 13+ 
, taklished among the ciésices son- 
cerned and that its frincipsal »ire 
A pose is to notify the senior 
reeple of important emorgencies or 
those which will attract atten’ on, 
9. i 
I have gone over this briefly wth 
Mr. Echols but have rot coordin ited 
oF 7 it with Medical or Security, i° 
you wish, I will be glad to do :o, 
+ ~ 4 
: a ii 
12. Pe 
sats __| 
13. 
14. i id, 
J 
15. 
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DRAFT 

MEMORANDUM FOR: Chief, Medical Staff 
Director of Personnel 
Director of Security 


SUBJECT : Reporting Employee Emergencies to Senior Officials 


STAT 1.[ ___Pstablishes procedures for reporting employes emer- 
gencies and assigns primary responsibility for coordinating notifications and 
follow-up action to the Director of Personnel, I believe that the working leva. 
contacts and procedures which have been developed among your offices to ensure 
prompt and appropriate action are effective and should be maintained, However, I 
am not satisfied that our present system adequately provides for prompt and con- 
current notification to senior officiels of incidents of urgency and importanca, 

2. The attached form has been designed for trial use to improve reporting 
of such incidents to senior officials, This report should be prepared upon 
initial receipt of information concerning an employee emergency whether or not 
all items of information are available, Significant omissions can be supplied 
in supplemental reports, In the case of emergencies arising during the normal 
working day, the report should be prepared and released as soon as possible, 
Emergencies arising during the night should be reported not later than 085 the 
following morning, I suggest that each of you designate a senior officer on 
your staff to be notified of emergencies reported to your office and to be 
responsible for the preparation and release of such reports, 

3. In view of the responsibilities now assigned to the Director of Pers ~ 
sonnel in this area, I would expect most of these reports to originate in his 
office, However, there may be special situations in which extreme urgency 
dictates that they originate with the Chief, Medical Staff or the Director of | 
Security. Wherever they originate, eack of you should ensure that the others 


receive a copy of each report issued, A small supply of forms will be sent to. 


-— >, 
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al, USE ONLY 


you by the Office of Personnel, Larger supplies will be obtained after the 


trial form has been tested in practice, 


L, K. White 
Daputy Director (Support) 


Distribution: 


2 — Bach addressee 


ADMINISTRAT TYR —- Tyrpe: 


my IVA T, USE ONT, Y 
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(TO BE PRINTED 


ON YELLOW STOCK) 
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(When Filled In) 


REPORT OF EMPLOYEE EMERGENCY 


THIS COPY TO: 


LTLHT 


Executive Director 

Deputy Director (Support) 

Inspector General 

Chief, Medical Staff 

Director of Personnel 

Director of Security 

Deputy Director ( ) 

Assistant to the DCI 
(Colonel Grogan) 


Employee's Names 


Office of Assignment: 


Position Title and Grade: 


Ages 


Marital Status: 


Summary of Available Informations 


Action Already Taken: 


Follow-Up Action: 


Prepared by: 
(Name, office, 
extension) 


DISTRIBUTION 


LLL bebsbel be 


Location: 


TUBE STATION 


BX=3 
BXely 
DXe2 
Dke5 
FX22 
FXel 


Number of Childrens 


Released by: 
(ame, office, 
extension) 


ST ae wR em Eine 
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MEMORANDUM FOR: 


SUBIECT : Proposed Employee Emergency Reports te 
DDS 


1. The Deputy Director (Support) has expressed the wish that 
he be notified more frequently of amergency incidents effecting Agency 
employees. 


STAT 2; en Office of Personnel, drafted an Agency 
Notice and procedures for the Office of Personnel to prepare and 


submit to the DDS the majority of euch Employee Emergency Reports 
and proposing that the Medical Staff and Office of Security prepare and 


submit reports on employee emergencies coming within their spheres 
i of responsibilities. eee ee 
! Forms Management collaborated on the ferm and report details. 

3. As a point of departure, the procedure planning used the 
format, experience, and auccess of the Office of Security Incidem Re- 
port (Form No. 1798} prepared for years by the Night Security Oficers 


as a prompt morning report to Security Officials. The existing pro- 
cedure in the Night Security Office includes immediate notification to 


STAT ee eel Office of Personnel, Benefits and Casualty 
Division, concerning inforrnation en all deaths and serious accidents 

. of Agency employees. 

| 4. The proposals and forms developed by [ana the 


others were coordinated within the Office of Security. Specifically, the 
following officials were consulted: 


STAT Executive Officer 


Assistant DIXTOS} 
hief, Physical Security Divisior: 
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STAT 


STAT 
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Deputy Chief, Building Security Br. 
ht Security Section 

Chief, Personnel Security Division 
ef, Security Research Staff 

ords Management Officer 


5. Consideration was given to consolidating the Incident Feport 
and Employee Emergency Report procedures and forms. h consolida - 
tion was found to be impractical and is not recommended because the 
Night Security Office responsibilities and activities cover much more 
than employee incidents and such security coverage requires different 
handling and reporting. Substantive comments and proposals fror the 
Security Officials include: 


1. Have available a separate cover sheet to be used 
eccasionally with certain "EYES ONLY" Employee Emergency 
Reports. 


2. Provide for inclusion of a Defense Classification on 
completed ferms since names and cornponents will be used. 


3. Continue the current practice of NSO reporting to 
the Office of Personnel all employee incidents they act 
upon. The Office of Personne] should determine the need 
for an Employee Emergency Report and prepare it if re- 
quired. 


4. The Office of Security like the Medical Staff and 
Office of Personnel also should provice the DDS with re- 
ports on Employee Emergencies that come within their 
jurisdiction or responsibilities. 


5. Information copies of reports submitted the DDS 
should be exchanged among these three components 
intimately concerned with employee well-being. 


6. Distribution of che reports should be kept to an 
absolute minimum. 


7. Each recipient establish a restricted file fer such 


reports and limit access to the reports among employees 
with an actual ‘need-to-know. " 
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8. Hastily drawn reports with incomplete informa- 
tion available at the moment could mislead and should 
be used with caution. Perhaps such a pre-printed 
admonisfion would be advisable. 


ae ae 
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